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25X1A _ HHB

INSTRUCTION SHEET

25X1A Destroy HHB lated 24 Augqgust 1976.

This handbook incorporates recent amendments in
Procedures, changes in titles, and minor editorial changes
concerning the Central Emergency and Locator System. The
handbook has been revised and revalidated with a current

date.
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dated 24 August 1976

This handbook sets forth the procedures and

responsibilities for maintain‘ the Central Emergency and

Locator System,
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PERSONNEL
25X1A HHB [ ]
Q 1. PURPOSE
This handbook prescribes procedures and requirements
for maintaininglcentralized emergency and locator record system

/ a’/

; for Agency personnel in acéordance with policies set forth
25X1A in BR[| (arvo) |
. 21 GENERAL
a. FUNCTION AND APPLICATION
(1) The function of the Central Emergency 1 Locator
‘ ’ /and/
System (CEMLOC) is to:
5 (a) Provide accurate and current information needed
to locate, contact, or address bPersonnel at work or at home.

(b) Ensure rapid communication of pertinent central
loéator information changes fo the Telephone Facilities.Branch,
the Mail and Courier Branch, ameé~the Agency's Secﬁrity Duty

-———§ Office, the foice of Current Operations, the Central Cover
Staff, and the Office of Persoqnel.

(c) Identify and locate the berson to be contacted
in the event of an employee's illness, injury, or other
emergency.

(d) Furnish controlled information for the Preparation

of key listings.

Approved For Release ZOOZIOSEC RE—TDPSZ-00357R00020001 0012-0
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SECRET

(e) Provide the Office of Finance with address
"information reguired for completion‘of Form W-2, Wage and Tax
Stateﬁent, and other relaﬁed payroll and tax forms.

{2) A record will be maintained in CEMLOC forx
all staff employees; staff agents; contract employees (Types

C, I, and E); civilian and military detailees; summer-only

| 25X1A7B

employees, associates‘and affiliates;l
/7 '

appointed consultants; selected overt independent contractors;
CIARDS annuitants; and separated personnel. Other categories
of personnel may be included under procedures approved by
the Director of Personnel..

b. ‘ APPLICABLE FORMS

(1) Form 642, Central Emergency and Locator Record,
will be maintained as the éomponent reference record for the
types of personnel noted above. It also will be used to report

to the Office of Personnel information changes needed to update

the computer based CEMLOC master recorxd.

(2) Form @wee, Personal Verification Report - Central
/642v/
Emergency l tocator System, will be issued periodically to
/and/

enable employees to verify the accuracy of information recorded
for them in CEMLOC with instructions for reporting changes

through their component locator desk.

Approved For Release ZOOM EII-RDP82-00357R000200010012-0
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C. LIMITATION CATEGORIES

(1) Each individual recorded in CEMLOC will be
placed in one of the limitation categories described below,
depending on assignment or cover status. Limitation categories.
determine the security controls to be exercised over release
o} information pertaining to an individual in response to
internal or éxternal inquiries (e.g., credit dmdunid-es
o /inquiries/

employment verification, and other information requests).

Category 1

r—"J» . Locator information for personnel in the headquarters

area is recorded in the Agency's central telephone and mail
facilities for all inguiries (see paragraph c(2) (a) below) .

Category 2

Not used.

Category 3

Locator information for personnel in the headquarters
area is recorded in the Agency's central telephone and mail
facilities for INTERNAL AGENCY RELEASE ONLY (see paragraph
c(2) (b) below).

Category 4

Locator information is not available to Agency
telephone operators or mail facilities (see paragraph c(2) (c)

below) .

Approved For Release ZO&E&G‘BHA-RDP82-00357R000200010012-0
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Category 5

Locator information is listed in the Agency's
central telephone and mail facilities for INTERNAL AGENCY
RELEASE ONLY or REFERRAL OF CALLS TO’A SPECIFIC CONTROL
BOINT (see paragraph c{(2)(d) below).

Category 6

(Summer-only employees.) Controls are identical
to category 1.

Category 7

(CIARDS Annuitants.) Locator information consists
of the correspondence address only and is restricted to
Retirement Affairs Division, Office of Personnel; the Director
of Personnel; and the Compensation and Tax Division, Office
ofiFinance.

cateqory O

(Personnel assigned PCS overseas.) Locator information
is not available to Agency telephone operators or mail
facilities (see paragraph c(2)(g) below).

Category X

(Individuals whose Agency records are in pseudonym.) I7HL§
Locator information &# restricted to the leadquarters administrative
/is/

control p01nt responsible for the individual (see Paragraph

¢ (2) (h) below).

Approved For Release 2@@@%E?FlA-RDP82-00357R000200010012-0



2 AVEvE

TTaks,

: SECRE]

Approved For Release 2002/06/14 : CIA-RDP82-00357R000200010012-0

Locator information for personnel in all categories

is recorded in master locator files in the Office of Personnel,.

the Office of Security, and the Office of Current Operations

for AUTHORIZED EMERGENCY USE.

(2) The placement of personnel in the limitation
categories cited above will be governed as follows:

(a) Overt personnel in the headquarters area and

| normally are placed in category 1.

(a) Overt employees carried in category 1 will be
Placed in category 5 when special circumstances, usually of a
temporary nature, warrant restrictions on the release of
information or the referral of requests to a sbecific control

point within the Agency. Such circumstances may, for example,

Approved For Release SEGRE CIA-RDP82-00357R000200010012-0
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include publicity involvement, litigation, crank calls, and

special assignments. The placement of personnel in category 5

will be made only by the. Office of Security or the Central

Cover Staff’which in turn will transmit details of releasable

information and speiceelbe restrictions to all Agency elements
/applicable/

concerned.

(e) Summer-only employees will be placed in category

(£) CIARDS annuitants will be placed in category 7.

(g) Personnel assigned PCS overseas (except those
under nontofficial cover) will be placed in qateéory 0.

(h) Individuals whose Agency records are in pseudonynm

will be placed in category X (see paragraph 4b(8) and figure

5). (C)

3. RESPONSIBILITIES

a. OPERATING OFFICIALS

Each Oﬁerating Official will ensure that Form 642 is
maintained for personnel under his‘jurisdiction.

/ or her /

b. ADMINISTRATIVE AND PERSONNEL OFFICERS

Administrative and personnel officers responsible
for maintaining a component's CEMLOC record will:

(1) Prepare Form 642 for each individual entering

on duty and forward the form promptly to the Locator Control

Officer, Transactions and Records Branch, Office of Personnel.

_ - - v '
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(2) ‘Maintain a file of computer produced form
sets received from the Office of Personnel.

(3) Promptly enter changes in recorded information
on Form 642 and forward to the Locator Control Officer.

(4) Ensure that ARt i Gt e liin i Bbrir® 2SS 1igned

/all individuals know their/
limitation category and the controls involved. '
CC. OFFICE OF DATA PROCESSING

The Office of Data Processing.will:

(1) Maintain the CEMLOC master computer record for
the Office of Personnel.

(2) Process information changes received from the
Office of Personnel.

(3) Provide computer produced material to the Qffice
of Personnel.

d. OFFICE OF PERSONNEL

The Office of Personnel will:

(1) Process all CEMLOC inforwmation changes received
on Form 642.

(2) Ensure controlled distribution of information
produced from the central_computerrsystem.

(3) Monitor the accuracy of the CEMLOC master
record, informing Operating Officials of problems concefning

their personnel that need correcting.

. \ ™\
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“) w n 3 Approved For Release ZO@E@RA{?iiA-RDP82-00357R000200010_012-0

e. CENTRAL COVER STAFF‘

The Centfal Cover Staff will instruct components,
through cover action forms, to change an ;mployee's limitation
category number when coveﬁ is established or cancelled and
will help the Office of ﬁersonnel to monitor the accuracy of
the CEMLOC master record on cover matters.

£. EMPLOYEES

Employees will report all required locator information
changes to thei; administrative oxr personnel officer immediately
and will verify information submitted to them periodically for
review on Form 642V. (c)

4. PROCEDURES

a. GENERAL

(1) Form 642 has an upper and lower portion; the upper
portion contains items.filledbin by the computer and is marked

'FOR MACHINE USE ONLY,' and the lower portion contains matching

/l'/ /'l/
items for reporting changes. Information should never be written
into or erased from the upper portion of the form. In addition,

only those items involvihg a change or addition to the master
record should be completed in the lower portion of the form;
the unaffected items are to be left blank. If an item is to’
be deleted, cross out (X) that item in the lower portion of the

form.

Approved For Release 20(§IEGQI$;EJ?A-RDP82-00357R000200010012-0 g‘
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(2) Form 642 is processed through the computer as a

two-part set. Part two provides Somgaiees Wwith a temporary
/components/

i suspense record when the original or first part is sent to the

Locator Control Officer to adjust the CEMLOC master record.

T?e Suspense c¢opy should be destroyed upon receipt of a new

computer updated two-part set.

(3) To assist the Locator Control Officer in
pProcessing changes, explanatory notations should be made in
the ''Remarks'' section at the bottom of the form; e.g., New
Employee, Reemployment EOD, Separated, cCscC Retiree, CIARDS
Retiree, PCS Overseas Assignment, LWOP for 60 days;

(4) If a component's set of Form 642 is lost or
destroyed, the Locator Control Officer should be notified
immediately by speed letter noting the employee's name and
‘social Security number. A computer produced duplicate set
will be furnished to the requesting component as quickly as
possible.

b. SPECIFIC APPLICATIONS

(1) Entrance-On-Duty or Addition of Record
(a) All appd-ieedba items must be completed on the
/applicable/
lower half of Form 642 for each individual entering on duty

and the original part sent to the Locator Control Officer for

Approved For Release Sﬁgd@i;r CIA-RDP82-00357R000200010012-0
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processing as a new record with the notation ''New Employee''

printed in the ''Remarks'' section of the form. The initial

'computer produced two-part set will be returned to the submitting

office. An initial Form 642 must contain the following items

(see paragraph 5) to be ‘accepted by the CEMLOC system:

Social Security Number Building
Name : Office LocCation iumirdeieimes

: /Qualifier/
Affiliation Code Limitation Category Number

Headquarters Code Registry or Office Mailing Address

Control Point Biackline #1

Office or Division

The remaining items must be completed as required
(see figures 1 thru-;l' For persohnel entering on duty in
the Temporary Assignmiﬁé Section (TAS) of the Office of Personnel
who will remain in TAS for seven days or more, pending
reassignment to a regular'position, TAS will submit the initial
Form 642 and later transfer'the computer produced form to the
employee's regular office of assignment‘will be responsible

/+« An employee's regular office assignment /

for initiating a Form 642 if the employee has remained in
TAS for six days or less.

(b) For personnel entering on duty who wefe
p;eviéusly employed by the Agency witﬁin the past three vears,

the notation ''REEMPLOYMENT EOD'' should be printed in the

''Remarks'' section of Form 642.

Approved For Release ZWF?E‘TA-RDP82-00357R000200010012-0
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(2) Reassignment

(a) Form 642 must be transferred from the losing
component to the gaining component as soon as possible after
an employee is reassigned. daining components are responsible
for reporting changes to the‘CEMLOC master record that result
frxom the reassignment and should be alert to receiving the
two-part set from the losing component.

{b) Reassignment can subject every.item in the CEMLOC
master record to change. Reassignment within the headquarters
area alone will affect key items on lines) A, B, and C of
Form 642. Reassignment to the field will create more extensive

Yecord changes:

(l) For assignment

(a) Change office locator information on lines
-
A, B, and C to reflect the headquarters ares administrative

control point responsible for the individual.

(2) Adjust the home address and telephone number
"if needed. ‘

ﬁi). Fill in the ''External or Non-Agency Office
Address'' item and telephone information on lines E and F,

subject to the provisions of paragraph 5u, to reflect the

(2) For assignment

Approved For Release 200§£IQ4 : CIA-RDP82-00357R000200010012-0 / '

25X1A

25X1



DRA T | SECRET

Approved For Release 2002/06/14 : CIA-RDP82-00357R000200010012-0

(&) Change office locator information on lines
A, B, and C to show the headquarters area administrative
control point responsible for the individual.

(2) Revised line D to show the HOME LEAVE point,
as applicable. |
- (a) Coﬁplete line F to show the OVERSEAS MAILING
ADDRESS.

(é) Ensure that tﬁe individual considers emergency
designee information in terms of the Overseas assignment (the
Agency prefers.that designees reside in the continental U.S.).

(3) Change in Affiliation

Affiliation, the nature of an individual's relationship
to the Agency, is one of the factors that determine the
content of the CEMLOC master record (see paragraph 5c). For
example, when a staff employee converts to staff agent stétus,
the CEMLOC master record must be changed to show that ﬁhe
employee has separated from the Agency (éffiliation code
Dzl), and a new master recqrd established in pPseudonym in

avs

accordance with the procedures Prescribed in Paragraph 4b(8)

below (affiliation code A20). Only the pPseudonym record will

be shown in the CEMLOC listings of active pPersonnel. In
another instance, the Yecord of a staff employee converting

to contract status may require only that the affiliation code

Apprbved For ReleaséSgQI&E}u: CIA-RDP82-00357R000200010012-0
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? be changed from Aao to B12. For Associates, Affiliates,

/1/ |

and U.S5. Government Assignees to Agency Installations,
(affiliation codes A60 and G13 through G22), iines_E through
I of Form 642 are completed to réflect prarent agency
referral information rathervthan the type of information
lnoimally recorded for an Aqéncy employee (see figure 9).

é ' (4) §epara;ion

E (a) A CEMLOC master record is maintained for each
separated employee under affiliation code D11 or D21. For

! individuals uhder affiliation code D11, the master record

! will be maintained until there is no further obligation

or interest. For individualsrunder affiliation code D21,
the master record will be removed from the active computer
based CEMLOC file after three years. Most separated employees
‘fall under the affiliation code D21.

(b) When an employée separates from the Agency,
the responsible component will change the information on
lines B and C of Form 642 to réflect the office location and
extension of the headquarﬁers area administrative control
point responsible for the individual at the time of
separation and furnish the employee Pp}§ Form 642 to hand-
carry to the Personal Affairs Branch, Office of Personnel
{OP/PAB), for exit processing on his or her last working day.

If this is impractical for valid reason (for example,

Approved For Releanghlii : CIA-RDP82-00357R000200010012-0
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separation in the field), the office of assignment will
forward the employee's Form 642 to OP/PAB prior to the
employee's last working day with lines B and C completed

as noted above andAwith an explanatory notation. OP/PAB
will work with the responsible componeht to record in the
apﬁropriate sections of the form the most effective lonyg
rYange address available for the separated.embloyee, note
SEPARATED in the ''Remarks'!' section, and forward_the
original (the reporting copy) to the Locator Control Officer.

(c) The CEMLOC master record for CIARDS annuitants

"will be maintained by‘the Retirement Affairs Division of

the Office of Personnel (OP/RAD) through continuing correspondence
with annuitants. Control of CIARDS annuitant locator
information is the responsibility of OP/ﬁAD.

(a) When CIARbS annuitants are rehired, or their
survivors hired, by the Agency as staff or contract employees,
the office of Sssignment will be responsible for submitting
and/or maintaining the individual's Form 642. OP/RAD,
however, will provide for the inclusion of é correspondence
code (G, D, or S) in special reference field #1 and the.
hospitalization code (422, 511, etc.) 'in special refefehce
field #2, through the Locator Control Officer. Tagging of
CIARDS annuitant and survivor weoaibm in this ménner is

/recoxrds/

essential to keeping such personnel advised of changes in

their entitlements, etc.

Approved For Releasesggﬁﬁj: CIA-RDP82-00357R000200010012-0
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(5) Extended External Training Status

When an individual is enrolled in an external
training course’for 60 days or more, Form 642 should be
adjusted to reflect the training status as shown in figure
7. Locator records amended in this manner provide essential
in%ormation needed by the Agency's key information control
points during emeréencies. .

(6) Leave Without Pay (LWOP)

(a) When an employee is placed in st LWOP status,
‘ : /an/
the office of assignment should continue to maintain Form
642 and' the central locator record as it would for an active
employee. If the LWOP period is to exceed 90 days, however,
consideration should be given to changing the items on lines
B and C 6f Form 642 to reflect office locator information
for the administrative control point if different from
employee's normal work location. Fdr extended LWOP peériods,
the term ''LWOP'' should be acueimdees in the ''SPCIL REF 1''
- /recorded/
(Special Reference) item on line A along with the changes on
lines B and C to help qualify records used by the Office of
Current Operations or|SeCUrity Duty Office in contacting or
/ the / '

locating Agency personnel.

(b) When staff personnel are placed in LWOP

‘ \

status to accompany their (employee) spouse on a PCS

overseas assignment, Form 642 must be completed as shown

Approvéd For Relea%&lﬁa14 : CIA-RDP82-00357R000200010012-0



PDRAFT

Approved For Release 2®EI®R£:“EIA-RDP82-OO357R600200010012-0

in the example in figure 8 to ensure protection of the
spouse's cover status. In addition to special reqﬁirements
for recording office locator informatioﬁ and the recording

: of special reference codes in the Special Reference items,'

f the procedure requires retention and printing of the last

U.S. mailing address on the individuél's Form W-2, Wage

and Tax Statement, at the end of the calendar year and special

handling of £he forms by the Office of Finance and the Agency

component concerned.

(7) Detail to Another Government Agency

When an .employee is detailed to another Government
agency, the CEMLOC master record must be adjusted by making
the following entries on Form 642 as shown in figu;e 4:

(a) - Complete the ''SPCL REF 1'' item on line A
by entering the acronym ''DAGA,'' which is the code
abbreviation for ''detailed to another Government agency.''

(b) Complete the office locator and telephone
information on lines B and C to show the headquarters area
administrative control point responsible for the individual.

(c) Complete lines E and F to show the namerf
the agency to which the employee was detailed, the'room‘
number, building ,eibtecod.g., telephone exteqsion, and public

telephone number, as applicable.

\ 1} : CIA- ; 200010012-0
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a. SOCIAL SECURITY NUMBER

The ''Social Security Number'' recorded on line A

j of Form 642’is the unique number used to identify a person in
the CEMLOC master record. It will be used for each Yecord to
provide a4 matching number for interaction with other records
maintained by the Office of Personnel and with wage and tax

i records maintained by the Office of Finance. Exceptions are:

or :
Approved For Releasézgg\%&:lp . CIA-RDP82-00357R000200010012-0
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b. NAME (Last-First-Middle)
A true name recorded in the ''Name'' item on line
A of Form 642 must be the same name that appears on the

individual's paycheck or pérsonnel action. Names may not

exceed 24 characters in length.

Office.
Cc. AFFILIATION CODE

The ''Affiliation '' item on line A of Form 642

is used to record the affiliation code, which defines the

nature of an individual's relationship to the Agency.
Affiliation codes currently used in CEMLOC are as follows:

A10 Staff Employees

Agency employees appointed in true name to serve
in an employment relationship that entitles them to the normal
benefits provided by law or regulations.

A20 Staff Agents

Agency employees appointed in pseudonym because of
security reasons to serve under cover in an employment relationship
that entitles them to: the normal benefits provided by law

or regulations.

Approved For Releas%%@ﬂ{ij : CIA-RDP82-00357R000200010012-0 g / 7
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A30 Civilian Detailees

Civilian employees of other U.S. Government agencies
whose services_are acquired on detail to perform particular
duties in the ‘Agency but who continue to receive the benefits
tq which they are entitled as members of their parent
organizations.

A40 Military Detailees

Personnel on active duty with the Armed Forces 6f
the United States whose services are acquired on detail to
perform particular duties in the Agency or to serve in a
capacity reqdiring military status. They retain all
entitlements for their military grade with theif parent
Services.

A51 Summer-Only Emplovyees

Sons, daughters, and wards of appointed Agency employees
not under cover who are appointed for temporary summer employment.

A60 Associates ang Affiliates

Employees of other U.S. Government agencies Performing
tasks for their parent organizations but assigned to the Agency
for certain administrative purposes.

B11 Type C (Career Associates) Contract Employees

Contract employees who Perform duties, on a career

Approved For Releassﬁeﬁm;: CIA-RDP82-QO357R000200010012-0 Q’a
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T
basis, usually of a clandestine and operational nature. To
qualify for career associate status, United States citizens
are required to demonstrate their Operational value to the
Agency for not less than three years; foreign nationals for
not less than five vears, When it is necessary for a career
associate to have staff-type access to an Agency installation
or classified information, he or she must meet the same |
Security approvel'criteria as a staff employee.

B12 Type I (Internal) Contract Employees

Contract employees, engaged for a specific period of

time, who usually work inside Agency installations.: They are
required to meet the same Security epproval eriteria as staff
employees, but are permitfed only such access to classifieqd
information as authorized in their security approval and as
required in the performance.of their duties.

B13 Type E (External) Contract Employees

Contract employees, engaged for a specific period
of time, who usually work outside Agency installations. They
are not required to meet the Same security approval criteria
as staff employees and are not permitted the same access to
Agency installetions as staff employees or Type I contract
employees. They are pPermitted only such accessvto classified
information as authorized in their security approval end as

required in the performance of their duties.

- Approved For Release ggjﬁg&‘é’-‘ CIA-RDP82-00357R000200010012-0
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B22 Consultants Appointed

Individuals with special skills, experiencé, or
knowledge appointed to serve in an advisory capacity for a
period not to exceed one year.

D11 Separated Personnel Affiliated With the Agency

Separated personnel who are no longer employed or
associated in a Work,status with the Agency but to whom the
Agency.has outstanding or continuing obligations or interest
(for example, CIARDS annuitants) or who still have outstanding
obligations to the Agency.

D21 Separated Personnel No Longer Affiliated

With the Agency

| Separated personnel for whom the Agency no longer
has an obllgatlon Oor reason to remain in contact beyond the
provision of a Form W-2, Wage and Tax Statement, at the end
of the tax year.

E11 Overt Independent Contractors

Persons engaged by contract to bPerform tasks for
components outside the DDO, such as economic, political,
scientific, histdricai, Tesearch and analysis, or linguistic
services, Or services in Support of medical, training,

Security, or-  personnel activities.

SEOBET o coves.
Approved For Release 2002/ [4‘{ CIA-RDP82-00357R000200010012-0
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G13 Maintenance and Building Management

Civilians (usually GSA personnel) who are assigned
to Agency installations to perform construction, alterations,
renovations, repair and maintenance work; or to supervise

and manage such services.

-

G15 U.S. Government Civilian Assignees on Interagency

Committees, Boards, or Projects

Civilian employees of other U.S. Government
agencies, assigned by their parent organizations to interagency
intelligence boards, committees, or rProjects, who are furnished
office space or who are badged because of continuing contact
with Aggncy bPersonnel. Communications specialists and couriers
who ére furnished office spaée or who are badged because of
‘continuing contact with Agency personnel,

G22 Military Representatives on Interagency

Committees, Boards, or Projects

Military personnei on active duty assigned by their
parent organizations to interagency intelligence committees,
boards, or Projects, who are furnished office space and
certain logistical support because of the necessity for
continuing liaison with Agency personnel.

d. HEADQUARTE.RS CODE

The ''Hgs Code'' on line A of Form 642 is used to
record an indicator used in CEMLOC and other central personnel

record systems to differentiate an individual's place of

assignment as follows:
Approved For Release Z%WE IA-RDP82-00357R000200010012-0
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; In CEMLOC, the heaaquarters éode is one of thé
factors that aetermines the make up of a person's master
reéord.

e. SPECIAL REFERENCE ITEMS 1, 2, and 3

The "SPCL.REF" (Special Reference) items on line
i A on Form 642 are used to record dpproved four-character
: (usually self-interpretive) codes that qualify or flag the
CEMLOC record in some useful way. Use of thesé items is

ive and not all CEMLOC records require such an entry.

Examples are:

SPCL REF 1 ‘SPCL REF 2 SPCL_ REF 3 Interpretation

EXTG External training in
excess of 60 days. ,:7,
DAGA Detailed to another
C:::§6$E?Hﬁent agen;;f~\f> :::>I
ci123 C.+ 3~digit numbers
e —
(::E;;otes individual is a CEMLOC control po%zi)’
LWOP LWOP status in excess

et =

CCR Computer printed

Form 642 which represents a centrally corrected record {no

action by component).

.‘_______;;;;> _ .
ALIA : Alias record.

Approved For Release 20%2@8’!% E?A-RDP82-00357R000200010012-0
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New special reference codes'must_be approved by

the Office of Personnel. Care should be taken not only in

their use but in deleting a code when it is no longer applicable.

Special reference codes can be used for the selection of
records through terminal query or report listings.
i f. CONTROL POINT
The ''Control Point'' on line a of Form 642 is used
to record a unique three-character numeric code designed to
assign an individual's CEMLOC master record (and Form 642)
to a specific control point or person responsible for

maintaining locator records for a component or selected

group of personnel. It is a mandatory item. Each code will

' Tepresent one control point only and can be associated with

a component organization through the ''Control Point
Didtionary" maintained in the computer. The code will
be used in the distribution of updated Forms 642 and report
listings. Control point code numbers will be issued by the
Locator Control Officer.

g. INFORMATION DATE

The ''Information Date'" on line A of Form 642 is
used to record the date of the latest change made in the
CEMLOC master record for the‘individual. The date will be
céntrally_and automatically recorded as part of the update
procedure and will be input as a numeric year, month, and

day; for example, 7?1218.

Approved For Release 200%(;6@?’; \E:T?-RDPSZ-00357R000200010012-0
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h. TITLE (Used with Name)

The ''Title Used W/Name".on 1ine A of Form 642
' ~ 1is used to record the title used to address the individual
in normal activities such as business letters or in an
introduction. The "Title"section should be completed
for all individuals listed in the CEMLOC master except
individuals recorded in pseudonym. Title entries will be

abbreviated according to standard Practice such as Mr., Mrs.,

Miss, Dr., Prof., Gen., Capt.

Standard titles and abbreviations are listed
below. Abbreviaﬁions for unusual titles are available from
the Locator‘Contfol Officer.

Livilian Titles

AMB Ambassador MISs Miss

DEAN Dean MRS '"Migssus''

DR . Doctor ‘ MR Mister

INSP Inspector MS ''Miz !

JUDGE Judge N/T No Title Available
JUSTICE. Justice PROF Professor

‘ . _ .
Approved For Releas&2og3lqd1} : c1a-RDP82-00357R00020001001
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Military Titles

ADM Admiral

AB- Airman Basic
AG Adjutant General
Alc Airman First Class
i AMN Airman |
BRIG GEN eomseBeiiiniiecinnis General
/Brigadier/
CAPT Captain
CDR Commander
CHIEF Chief
COL Colonel
CoMDT Commaﬁ@ant
CPL Corporal
CPO Chief Petty Officer
CWO
CWO 3 > Chief Warrant Officer
CWo
CWO 1 Warrant Officer
ENS | Ensign
FADM Fleet Admiral
18T LT First Lieutenant
GEN General
LCPL . Lance Cofporal
LT i Lieutenant
LT COL Lieutenant Colonel
LCDR Lieutenant Commander
Approved For Release 2002/06/14 : CIA-RDP82-QO357R000200010012-0
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LT G
LT (
MAJ
MAJ
MSGT
PFC
PO

PVT

RADM
SEAM
s1cC
SFC
SGT
2§D
SGT
SP
SP 5
SP 6
SSGT
T2G
TSGT

- VADM

EN

ig)

GEN

AN

LT

MAJ

pproved For Release 2(@{%;‘/% 'TIA-RDP82-00357R000200010012-0

Lieutenant General
Liéutenant (Junior Grade)
Major

Major General

Master Sergeant

Private First Class
Petty Officer

Privatg PV2, Private E2
Private PV1, Private E1
Rear Admiral

Seaman

Seaman First Class
Sergeant First Cl;ss
Sergeant

Second Lieutenant

Sergeant Major

Specialist‘Four, etc.

Staff Sergeant

Technician Second Grade

Technical Sergeant

Vice Admiral

Approved For Releaée Z@E@RE:’EIA-RDPSZ-OO357R000200010012-0



(’\ —l
Approved For Release‘-)glgl%].: CIA-RDP82-00357R000200010012-0

i. OFFICE OR DIVISION
The ''Office/Division'' on line B of Form 642 is
used to record the organizational abbreviation of the office
or division responsible for maintaining the CEMLOC master
record for the individual. Abbreviations will conform with
the Agency standard abbreviations used with the Official
Staffing System.
j; OFFICE ROOM NUMBER
The ''Office Room Number'' .on line B of Form 642
is used to record the number of the room in which the individual

has his or her desk or regular work space. It should not be

confused with an individual's ''Registry or Office Mailing
lddress," a separate section on line B. (Occasionally, the
/n/

office room number and registry address are the same. )

For personnel who do not occupy a regular work
space in a headquarters area building, the room number recorded
must be the work location of the headquarters administrative
or personnel officer responsible for the individual (the
.administrative control point to which mattefs concerning
the individual should be direcfed). Wheﬁ a room number
represents an administrative contrbl point, the code ''C''
must be recorded in the ''Office Location Qualifier'' section

on line B (see paragraph 5m below) .

Approved For Releasfw T,GTM : CIA-RDP82-00357R000200010012-0
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! ; P&PD BLDG Pfinting & Photography Division

25X1A _
? PENTAGON Thé Pentagon .
j SOUTH South Building
; TREASURY Treasury Building

255xm 0 25X1A
f WH HOUSE White House
i

25X1A
i 25X1A

1. Not Used.
‘ m. = OFFICE LOCATION QUALIFIER
The ''Office Location Qualifier'' on line B of

‘ Form 642 will be used to qualify the items ''Office Room

Number,'' '"'Building, '’ ''"Registry or Office Mailing
‘ddress," and "'Office Telephone Extensions'' as follows:
/n/ | , ,
W = The items represent the actual WOrk incegsimisem
/location/
or area of the individual.
C = The items represent the location of the

headquarters administrative control point responsible for
handling matters relating to the individual.
n. LIMITATION CATEGORIES

See paragraph 2c.

Ap[;roved For Release 20§ﬁtl\‘R ETA-RDPSZ-00357R00020001 0012-0
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| 0. REGISTRY OR OFFICE MAILING ADDRESS
The ''Registry ér Office Mailing Address'' on line B
5 of Form 642 is used to record the room number and building -
; of the headquarters component registry:or mail room to which
: official mail is delivered for the individual. In most
i;stances, this address is different from the ''Office Room
Number'' and ''Building'' sections recorded as the indi?idual's
place of work or physical location. For example, mail for
an individual located in GD5307 Headquarters Building may
be delivered to the component maii room at 2E23 Headquarters
Building. 1If the ''Office Location Qualifier'' is coded
''"C,'' the registry or office mailing.address should be the
registiy address of the skt administrative or personnel
/headguarters/
officer responsible for the individual.
P. OFFICE TELEPHONE EXTENSIONS
r-J) $h§ l‘Black #1'' section on line C of Form 642
/' '"The/ // '

is used to record the individual's primary 4-digit headquarters

area Agency telephone extension. The extension listed in

this section and other sections for telephone numbers on

line C should conform to the ''Office Location Qualifier''
code. Lo "Black #1'' section may also be used for recording
/' "The/ //

another Government agency telephone number of up to

L—-—) 8-digits for an Agency employee assigned to work in another

Approved For Release 2002/06/14 : CIA-RDP82-00357R000200010012-0
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agency, if it is appropriate that the individual’s name and
humber be listed with the Agency's information operators.

The office telephone information for Agency personnel working
in other Government agenéies should also be listed on line

F of Form 642 in.the."External Or Non-Agency Office Telephone
Numbers'' section.

'‘The Black #2'! Section on line C is used to record

the secondary Agency extension assigned to an ‘individual. If the
Secondary extension is a rotary extension of ''Black #1,'' it

may be left blank. If it is not a rotary, it should always be
filled in.

''The Red #1'' section on line C is used to record

the individual's primary 4-digit Headquarters Building red
line extension.

'"The Red #2'' section on lineyc is used to record

the individual's secondary red line extension.

''The Green #1'' section on line C is used to

rYecord the individual's green line or KY3 extension.

i . ]
'!'The Gray #2'"' section on line C is used to record

the individual's secondary gray line extension.

q. HOME TELEPHONE NUMBER

(1) The "Home’Telephone Number'' item on .line ¢
of Form 642 is used to record the telephone humber 6f the
individual's ''Home Address'’ (Line D).

et The Gray #1711 Section on line C is used to record

the individual's Primary gray line extension.

Approved For Release 2002/06/14 : CIA-RDP82-00357R000200010012-0
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Telephone numbers recorded for the Washington
metropolitan exchange area will conéist of the regular
7—digit number. Examples:

435-4321

385-1234

Telephone numbers for locations outside the
Washington metrobolitan exchange area will consist qf the
area code and the number. Examples:

703/491-1234

215/202-9876

The AREA CODE must be recorded for ﬁearby areas
if use of the AREA CODE is necessary to dial the.home
telephdne number from the Headquarte;s Building (see the
first 10 pages of public telephone directory).

(2) Unlisted telephone numbers recorded in CEMLOC

must be given the same protection provided by the telephone

company except that such numbers may be used for official

contact purposes. Unlisted numbers should be suffixed with
the code "UL"'as follows:

?38-9966 UL

r. | HOME ADDRESS (Home Leave Address if Assigned
PCS Abroad)

The "Home Address'' section on line D of Form 642
is used to record the individual's street number, street name,

city or town, and state. The ''Apt. No.'' and ''ZIP Code'' sections

Approved For Release 2052['0@REEfIA-RDP82-00357R000200010012-0
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on 1iﬁe'D are related but separate items. For rural delivery
addresses, the RFD number énd box, as applicable, can be
substituted for street number and name. Special considerétions
concerning ''Home Address'' are as follows:

- (1) When an inldividual is assigned PCS abroad

(Hgs. coae 3), the ''Home Address'' will be cdrirco-d—ire

Ll e h I Lo amnl oz P LR & Y \7\ Y 21 11
e = 3 1 = T I SN -G

; 25X1A
i changed as necessary to show the employee's ''Home Leave

Address'' in the United States as specified in HR | |

(2) P.O. Box addresses do not provide the Office
of Security with adequate place of residence information to

fulfill its responsibilities under HR [ |Reporting 25X1A

Unforeseen Absences. When an employee | 25X1

has a regularly used mailing address different from his place
of residence, the place of residence should be recorded

under ''Home Address'' and the mailing address recorded on
line F in the item titled ''U.S. Mailing Address if Different
from Home Address.'' (Note: This does not apply to
personnei in rural delivery areas where there are no street
numbers.) Home address andAmailing address will both abpear

on locator listings periodically furnished to components.

Approved For Releasé@(!(_)ﬁl%p\ﬁ{ Y:ﬁiC|A-RDP82-00357R000200010012-0 -
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s. APARTMENT NUMBER

The ''Apt. No.'' item on line D éf Form 642 is used
to record the apartment number applicable to the 'FHdme
Address.''
t. ZIP CODE
The ''ZIP Code'' item on line D of Form 642 is
used to record the 5-digit area code used by the U.S. Postal
Service in'delivéring mail. Completion of the 'VZIE Code''
item isbmandatory whenever home address information is recorded

in the CEMLOC master record. If, however, an individual

|has a mailing address different

from his home address, then the ''ZIP Code'' must relate to
the mailing address shown on line F of Fofm 642 rather than
the home address. For personnel assigned PCS overseas, the
''ZIP Code'' must be recorded as part of the '‘'Overseas
Mailing Address'' recorded on line F and the ''ZIP Code'' item
filled in to show the ''ZIP Code'' for the '' Home Leave
Address'' xecorded on-line D. For annuitants with foreign
addresses, the,foreign ZIP code .should be recorded whenever
pqssible. Ip'some countries, the.code is a 7-digit
alphanumeric code (e.g., 772894z})

| . EXTERNAL OR NON—A&EN@Y OFFICE ADDRESS

The ''External or non-Agency Office Address'' item

on line E of Form 642 is used to record |

Approved For Release 260/#8[34- TC1A-RDP82-00357R000200010012-0
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25X1

For Agency personnel detailed to another agency
or department, record the office address of the other agency.
For personnel of another agency detailed tb CcIia,
i record the address of their headquartgrs area administrative
i control point in the parent agency office.
| For consultants, record the consultant's own office
address outside'Agency facilities,.
For Agency personnel on extended external training,
! . record the address of fhe training facility (see figure 7).
V. EXTERNAL OR NON-AGENCY OFFICE TELEPHONE NUMEERS

(1) Interdepartmental Dial System Code

The ''IDS Code'' item on line F of Form 642 is no

longef used. It will be deleted from Forms 642 and 642V
L—-—-} on the next printing.

(2) External or Non~Agency Extension N

The ''Extension'' item on line F is used to record
the telephone extension number for use with the '‘'Public
Telephone Exchange Number'' in conjunction with the ''External

or Non-Agency Office Address'' on line E.

Approved For Release é(%ﬂ?l‘(ﬁltlr CIA-RDP82-00357R000200010012-0 _
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(3) Public Telephone Exchange Number (External

! Office) ' 25X1

w. OVERSEAS MATILING ADDRESS (U.S. Mailing Address
If Different From Home Address)

(1) When recording an overseas mailing address for

: an individual assigned P(CS overseas,,
25X1
l [ﬁ or foreign address

acceptable to the Agency.

(2) The "U,s. Mailing Address IFf Different Frdm

i Home Address'' item is applicable only to bPersonnel assigned

; to the headquarters area Enter the mailing 25X1A
address that is not the Yesidence or domicile of the individual;
for example, P.0O. box .in lieu of the number and street of

, 5X1
residence. Do not enter 2

is under cover.
X. NAME OF EMERGENCY DESIGNEE
The ''Name of Emergency Designee'' item on line G

of Form 642 is used to Yecord the name of the pPerson to be

12-0
Approved For Release 20%3/5@%}? }:CTA-RDPSZ-00357R0002000100 _
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notified in case of emergency. The designatién is the
responsibility of the individual and must be in conformance
with HR[ |

Emergency designee names are recorded FIRST-MIDDLE
OR MIDDLE INITIAL-LAST.
- Ve RELATION

The ''Relation'' item on line G of Form 642 is used to
record the relationship of the emergency designee to. the
individual.

Relationship is recorded by use of one of the
2-character codes listed below.

STANDARD RELATIONSHIP CODES

Attorney AT
Aunt ' ; AU
Brother | ‘~BR
Brother-In~Law BL
Cousin (Female) CF
Cousin (Male) : CM
Daughter DA
Daughter-In-Law . DL
Executor EX
Father . FA
Father-In-Law FL
Former Husband FH
Former Wife FW
Foster Brother FB

Approved For Release 2002/06/14 : CIA-RDP82-00357R000200010012-0
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or Wife

Foéter Sister
Friend (Female)
Friend (Male)
Grandfather
Grandmother
Great Aunt
Great Uncle
Husband
Minister
Mother
Mother-In-Law
Neighbor
Nephew
Niece

" Physician
Remarried Widow Survivor
Sister
Sister-In-Law
Son
Son-In-Law

Spouse In Lieu of Husband

Stepbrother
Stepdaughter

Stepfather

' T : GIA- -00357R000200010012-0
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FS

FF

FM

GF

GM

GA

GU

HU

MI

MO

ML

NB

NE

NI

PH

RW

ST

SL

S0

SW

SP

SB .

SD

SF

Ho
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Stepmother ' SM
Stepsister
i Stepson

(BTSN W T A S K R - I SN
=)

Supervisor sV
Uncle UN
? ] Wife WI
| z. DESIGNEE'S YEAR OF BIRTH (Optional)
i : The '‘'Year of Birth'' item on line G of Form 642

is used to record the year of birth of the person named as
é emergency designee. The entry shoﬁld consist of the last two
numbers of the year of birth. For example, 1930 should be
recorded as 30. If the employee elects not to provide the
information, two dashes(——) should be noted.
aa. DESIGNEE WITTING OF.AGENCY.EMPLOY {Individual's)
The ''Designee Witting of Agency Employ'' item on
| line G of Forﬁ 642 is used to record one of the following
one—-digit codes:
1 - YES
2 - NO
This gualifying code is essential to the security
and personnel officers handling an employee emergency involving
contact with an emergency designee.
bb. NOTIFICATION RESTRICTION ON RECORD

The ''Notification Restriction on Record '' item

SEEREL
Approved For Release 2002/68}4" 6iA’-RDP82-00357R000200010012-0 L{ ‘
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on line G of Form 642 is used to rgcord the letters Y (YES)
or N (NO). This gualification indicates whether there are
limitations or restrictions on how to notify the emergency
designee in case of illness, accident, death, or other emergency.
Caution is required when notifying designees with Special health
problems, such as a heart condition, or who are known to be
very emotional. rWhen‘thére are restrictions, they éhould
be spellea out by the embloyee in a MEMORANDUM FOR THE RECORD:
SUBJECT: Emergency Notification Restrictions, and forwarded
to the Office of Personnel for filing in the employée's
official personnel folder.

cc. DESIGNEE HOME TELEPHONE NUMBER

The '' Designee Home Telephone Number'® item
one line G of Form 642 is used to record the home telephone
number‘of the emergency designee.

Telephone numbers for the Washington metropolitan
area wili consist of the regular 7-digit number.

Examples:

435-4321

385-1234

Telephéne numbers recorded for locations outside

 the Washington ietropolitan exchange area will consist of the

/m/

area code and the number.

Approved For Release ZOOZquIEC EIE:FDP82-00357R00020001 0012-0
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Examples:
703/491-1234

215/202-9876

Unlisted numbers recorded in the Agency's CEMLOC

system must be givén the same protection provided by the
telephone company, except that such numbers may be usgd
for official contact.purposes. Unlisted numbers will be
suffixed with the éode '"UL'' as follows:

938-9966 UL

515/123~-4567 UL

dd. DESIGNEE BUSINESS TELEPHONE NUMBER

The'' Designee Business Telephone Number'' item
on line G of Form 642 is used to record in no more tﬁan
18 characters the area code, number, and extension of the
emergencyrdesignee's place of business. It should be
the number associated with the location recorded in the
''Business Address'' section on liﬁe G.

Example:

703/478~-7777 X432

ee. DESIGNEE'S HOME ADDRESS

The '' Designee's Home Address'' item on line H
of Form 642 1is used to record the desinqee'é street number,

/gn/

street name, city, state, and ZIP code. If the mailing

‘address and the home address of an emergency designee are

different, the home address is the required address.

Approved For Release 2002/06/14 : CIA-RDP82-00357R000200010012-0
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ff. DESIGNEE'S BUSINESS ADDRESS
The "Desiénee's Business Address'' item on line I
5 of Form 642 is used to record the name of the des&agaa&a.
j o /designee's/
employer and employer's address. If the full address is
unknown, the name of the employer, city, and state will suffice.
; Up to-80 characters of information may be recorded in this
section. Although use of this section is optional (except
as noted below), it is definitely encouraged. When an

emergency designee isg employed by the Agency, enter CIA

' EMPLOYEE in the ''Designee's Business Address.'' (C)

/.DisTg.\e uTren . A D

- L . ) -0
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333225555 MONDAY GEQRGE L AlD 1 : 999 1761218 DR
e e e 1] B P o
Black 2 Asd ) Red 2 Green { Gray 1 Gray2 A Home Telaphone Number

¢ Z"’:wﬂ"mmm 4567 1000 {1234 | 3344 8877‘ Jg @ 366-1234
|2z e sTeeer ool S N P TT
& a @i\g\ \j\S\A = :

10! 13 xten20n Pubiic Teiep! 1 ok sas Mail Iress address if diftergot home sddreas)
Flepmmaeos P T O
G [ 1o T Emeraecy Besanes \Fa{% g:: o :‘.:,‘::;y,é,':,;gv " ‘ Noutaon ‘[ Das:3000 Home Teiaphons Number Des.g00e Businass Telaphons Number Exteasion

“TEI:BREE‘ MONDAY WI |39 ¥es 2-No 1 mﬂ“mf N| 366-1234 366-1000 25

H MiEBFRANKLIN STREET .HERNDON VA
| [P s s

A Sociai Security Numoer ’ = Atfdaton [Hq‘cou SPCL REF 1 SPCL REF 2 ,sPC& REF 3 J&m’m Powt I intormavon Dty - ]r.muuﬂ WiName
gl T ’DllmémNumm ‘Buﬂmng ’M.E_meww ’[ L_,,,,mc...mu.,mm’[ //////////////// oty or O Waheg Aaaress
 — I _
| —— _ SAMPLE FORMAT U
R - Headquarters Area ’
' Assignee

e S N RS

S — Fig. 1 T ———
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Biack 1 Black 2 Red 1 Red 2 Green 1 Gray 1 Gray 2 7 % 7/’ Home Teisonhone Number
— //%/ //
Cfer . . 2696 { l |3166 1o @& //7/%/% 312/222-1234 UL
D Home Address (Home Leave Addross 1 Asugned Abrosd] (\ \\"9" | At No. 217 Code
19234 DEARBORN PARKWAY NORTH cumo“&% 1920 | 60610
= Ry \\% FOR OFFICES UNDER COVER, LIST
410 MICHIGAN AVENUE SOUTH - RM 840 ~ @“_\\ZXXI@A' 0 IL <omy CITY & STATE . .SEE PAR.. 5u > E
sieenat or Non- omce 108 Coow Extonsion Public Tatepnone Excl "1‘","“%\ ) T &ierstis Maing Adaress (U S maing address 1 difteract trom homa sddress)
e ) J R F
G Name of Emergency Detianes v ‘:‘""3 g [T — Notfoation Owsignes Homa Telephons Numbar Designes Business Taiephone Number Extension
_ALICE R JOVIAL WD 32 [T Nl o hcona ’]N 312/222-1234% UL | 312/458-8000 22
-
H| 19234 DEARBORN PARKWAY NORTH - APT 920 CHICAGO IL H
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Oficw/Division Otfice Room Numbar Builaing 1 7/ Requury uAcm.c. N;i-‘g Aadress
Location Quaitier Limitation Cat Number B
| | l » — il
» EY .a ) Red ) G 2 : % W
ack 1 lack 1 Red reen | Gray, 7 Home Teiephone Number
b [ — ” [ } / // ///
[F————— SAMPLE FORMAT A
i
N )
T o ST T R R | |A ssignee :
E
PRI\ L e Fig. 2 o
G Name of Emergency Dengnes l Reiation ;:;‘ ot g'.:?;:;.% :E, '::@,, ’[ 1 E;;EE“,E' ’l l Demgnos Home Taisphons NumoeT Desgnas Business Teennone Number Extensian s
Desgree s Home Addresy - - -
H
Deasigriew 3 Butiness Adress
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Social Secunity Number Name Atfilaton Has. Code SPCL REF 1 SPCL REF 2 SPCL REF 3 Coatrol Foint Intormarion Date Titte Usaa W/Name
j 123456789 EXCELLO JOSHUA X A10 3 ’ ’ 838 760419 | mp
OfticesOression Othze Acom Number Buiding SECRET Regratry or Ofiice Maling Agdcess
8| ron Smot oS , R . N e N I Sro o B
] Biack 1 Black 3 Red ¥ Red 2 Green 1 Gray 1 Gray 2 < Home Telephone Numoar .
C ] oo rateoncas exensons ’ 4321 8877 [1999 | 9876 | 3456, | 8388 o @) N.A. ¢
Home Address (Home Leave AGdress if Asssgned Abrosd) oL [ 5 J ARt No. 2P Code .
T
PJ 2010 cHerry CIRCLE SW VIENNA;yA\$\§5\:3 : ] 22180 D
Externas of Non-Agency Gliice AGaress |See HHB 20.7) Y W [ g‘ —
1t )
E o eEINS E
Extemat o Mon-Agency e 10$ Coce Extension Pudhc Teisphone Exchange M\:mb.\_ x‘ 4\ | Querseas Mauing Address (U S maling addrass if dittecent from home. addrass) F
F | s e ” ] £ 20 WEY ™ 97881H Al AP NEW voRK 98765 »
{ Name of Emergency Dessgnes ", [avianon, Yew ol [I— Notticatron Desgase Homa Tetephons Number Designes Business Taieohone Numosr Extension a
Gl FRANK EXCELLO SR LFA | 12 '::,mww ., 1f o meos N Y, 703/987-2266 03/677-1000 ’
e T — .
Hl 100 appaLacHiaN AVENUE HARRISONBURG VA H
B s T
" exceLio HARDWARE COMPANY 12 MATIN STREET HARRISONBURG VA :
DO NOT EDIT, ERASE OR WRITE-IN § TO REPORT CHANGES & ADDITIONS, USE ONLY
@ INFORMATION IN THE SPACE ABOVE “‘s” HHB 20 7’ e BELOW. LEAVE UNCHANGED ITEMS BLANK
Sac.al Sacunty Number Name ‘Aftshation Hqs. Code | SPCL REF 1 SPCLREF 2 |SPCL REF 3 Coatrol Point Informaton ate Title Used W/Name
: | el Y i
Oftxce/Drersion Otfice Abom Number Building % // PRegistry orOttice Maring Address
Oftice 100 Quairier Lumi tegory Num!
: el :
At R G: G Geay 2 % W
Black 1 Black 2 ed 1 g 2 rown 1 ray 1 cay |7 % Home Teiaphons Number
Ottice Tale » Extensions.
=% T - c
%
T SAMPLE FORMAT TR 5
1
1
£ External of Non-Agency Ofiice Adress 1See G 29,77 - Fo rei g n Fl eld As si g nee - £
Externai o NonAgancy Offce . iDS Coas } Extension Public Teisphon: [ePR——
F || tereonone numoass ‘ F i g . 3 F
R Nams of Emergency Dugree Aetanan ’;'-;; o l ;?E:;':::Ej:m, %“' J ;:; E.E :;E: "l" 1 Gesanee m;:.;;;; Namer [ Oerones Buvmess Toanrons Ramier Extenson G
‘ Dezngnee s m— Address
H Hi
[
Designee 3 Business Address.
| , 1
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;ocl; éﬂum Number — _m— T T T T T mllon- —_HQ!.—CM._ “SPCL REF 1 SPCL AEF 2 SPCL REF 1 Controt Powt Intormaton Date Tithe Usea .NIN;m-
A
760123456 MASSILVITA JANE. M Al0 1 |paca ' 999 760316 | MIss
OttcasOvssion Office Room Number Buiding Regisiry ar Office Mading Adaress.
B FAD 6 K l+ L} HQ S Otfice Locanon Qualitier C Lumstation Category Number Q‘whsm‘chiIEeL In) 6 K 5 0 HQ S
e remrcon e Biack 1 Black 2 Red 1 Ped 2 Graen 1 IEEE Gray 2 /4;,7 2 ‘,// Home Telsphane Number
o et 6868 6969 ,1000 ’9000 ,3456 8765 JMW\\\ 938-1122
N ) 7 ‘\_9 I T AsiRo |2 Gode
4500 BLAKELY TERRACE VIENNA VA_~ 2 i\\\%\ _ 1204 JQZISU
External o Non-Agency Office AQGT#ss \See HHB 20.7) .r\ \ ‘\ \ '.\ f"
El NATIONAL SECURITY COUNCIL EXECUTI)’Ea\OlﬁéE\ZE‘}éJ}I»L‘D’TNG WASHINGTON DC
E § it o nom-Aganoy e DS Code Extension Pubic T'I-:)_u(\l e..-{..q. ‘»&:.m?o_) B :/ Querisas Mailing Addrass U S mauing adaress il diltecent trom home agreas)
Teeomone Numher ’ 103 9877 |, 33535000} L
a Name of Emergency Detigaee \‘ A m ] Z‘::::: g Houncaton Designes Home Teleohana Number Deugoes Business Tolsonone Number Extension
ANITA MASSILVITA IMO—| 37 Trezae 1 | oo o N!1312/456-4657
H Desrgnes & Home Address N
39456 LAKESIDE AVE CHICAGO IL
N
DO NOT EDIT, ERASE OR WRITE-IN R TO.-REPORT CHANGES & ADDITIONS, USE ONLY
A (NFORMATION IN THE SPace ABOVE See HHB 20 7J . LEAVE UNCHANGED ITEMS BLANK
m Social Security Number Name Athtation Has Code SPCL REF 1 SPCL REF 2 SPCL REF 3 Coatral Fomnt . | tocmavon Date Titie Usad W/Name
P A l I s el el [
g -
Oftica/Dwizion Otfice Room Number Buildwg 7 Regustry or Othice Masing Address.
] = B ' , J Oftica Location Qualitrer » Limitation Category Numoer 'L / //
x I ” 7 %
e - » El Black 2 T Rea Rea ; [ G Gray 2 % W
1 ack 1 ack 1 z rean 1 ray 1 oy 7 % Home Telephone Number
| o ramnons exsons ’ | J // //
L 7 7
p|F e S AMP LE F O R MAT T oo
o t
2 ([ Detail to Another
o .
= Government Agency-
% 1D$ Cocte Extenson Puiic Telephone Exchangs erent trom home s0dre -
2 Flemzzmae ) | ] i
) , Fig. 4
.. G Nams of Emergency Desgrme. l Renaton ‘ Y l::::":::& 'I l :::,;:‘r: .] I Detigres Home Teeohons Nomber Cuargres Business Teisphons Number Extansion
1-Yes 2.No. on Recara
Desqgnae s Home Addresy -

Designee 5 Business Acaress

O

n

I o
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SocrSasony omone N oo ™ T cooe [ shcune T e it e 1o T toomaion "™ sk W
A ,
990456789 MAELSTROM MAL X B11 | 2 ’ 999 [ 760616
B Ofhica/Dmision Office Room Numoar Bureing 3 Reguatey or Ofhice Markng Address
o 3550 s et 0 R RIS
Black 1 Black 2 Red 1 Red 2 Greea 1 Gray © Gray 2 K ¥ Home Ty Numi
C [t reisancoe Exmesems 77 // e s Number
e oo ‘ 4567 7654 (9999 1111 | 3000 |8765 J‘d @n /{%//%
o R T R R et R AL
D \ \ r:‘ 7] | Aot No 2P Code
o2\ X\\\\@;’ — . : ‘
External or Non-Agency Office AJdress (Ses HHB 20.7) 3 "\ S
E VAN
, W
F ‘ Extornal or Non-Agemey DS Code Extension Pubiic Telephone E-:n_:n\. hﬁ_.nm; A\ “J | Gwerssas Maning Acaress (U S masing address i diffecan (rom home address)
i o LA B
Name of Emergency Designes i Rviavan ] Yewr agres Wittn Notfrcation v nee Homa Tol Number e1.9008 Buzinesa Telephons Number xten3.00
G T el I BT T i
N e
. N Designee s Business Acdress
DO NOT EDIT, ERASE OR WRITE-IN } l TO REPORT CHAN
See HHB 20.7 GES & ADDITIONS, USE ONLY
A NFORMATION IN TE Shsee asove R |se 207 I e LEAVE UNCHANGED ITEMS BLANK “
A Social Secunty Namber Rame ’ Aftiaton l»«u ‘Code rm J SPCL REF 2 ISPCL REF 3 Conirol Powt , Informanon Oate ]m». Used WiName
OtticeiDaraon Oftxca Room mmz;« Buiding - /// Registry of Othca Maning Address
B Lm.mc,mm.,” // //
Cl{ omce Teiapnone Extensons ’ /// // e e e
: 7 -
D o ™ ' Leave Adaress f Assigned Abroan) SAMPLE FORMAT i ',Aanno ‘mvcm
)
e Extecna or Non-Agency Othice Adress 15%e i3 2077 P seu d on y m
105 Coda Extonsion Pubic T 3 Nome-of-Record ‘ P
e E:;:::’::“M‘f""‘\' oree .] ' tensio I udhc Teiapnoae Exch ddress it difterent trom home aadress)
- Fig. 5 f
a Narme of Emergency Desigoee ‘ Reiation ;.;; of l o 'l I - 'I l Home Telmphone Numoer Dusgnae Businesa Tetephone Number Extension
ot Acarey ot cton
= I Cesgres s vome aaress
] H
ST
| .
REMARKS R SECRET Formgqsy USE CENTRAL EMERGENCY
- [ i ey mmzl s Daenous & LOCATOR RECORD
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C [ omen roummors crvmmons Biack 1 Black 2 T QOQ— Fl Green | Homa Taiephona Number ¢
+ |
[T R Rome e R s Koo 00 T At No ZiF Coaa
QQ ATC ! ° H
g [ iz w e & RN \'( — 4 e
& o R RIS < R E o
F [ xrmaror o ..;, s ©sCose T ,\Q\ b Telatone ExcRare fmbd - Ovarseas Matiig Adarr o _;\Q/ '
Teisomona Numoss » QQ & A \(.S\ \\3 'u’“\ - ’ ()?“ F o
Name of Smergency Cesgnoe c,?“ & e 3 ] Yn 5::'3.":..:, Em:v ] ;\\‘0 —\‘0\* .hass Tetopnons Nomber Exteniion a
qg, 5 ez & & A N
[ oo s s ?g. S NI e 4
Q¥ <o 4 A H
el S : & -@' N y?
I ) %\; 1
1T
; L . EDIT, ERASE OR WRITE-IN ‘ + :
= See HHB 20-7 .EPORT CHA.GES & ADDITIONS, USE ONLY
X ;‘w }2#( MATION IN THE spaCE ABove f See ) 4$ BELOW. LEAVE UNCHANGED ITEMS BLANK
‘:w Al 1al Secunty N Name Atileat Has. #FGa Controt Paint Intormanan Date Tilie Used WrName. wn
i o) 910b54321 SMITH JONAS @ 10 ( 1 001 {760714 ng A =
i (:] Vg B OtficerDrrmon Oftice Roam Number Buniding CI\‘
K lm I ADD aaqs . ] HQS . }om:-m:-mc..u.. ’ C ,_;_:
o - 7
& ] C|] orice veieonone Extensons * - e 2 Groent ! 3
4yyy 5555 [1311 [9999 |3usk =
E r o e T T e T . - 8p PoiNe
. D & 7 N 1 Aot No 2P Code
z ALIAS - REMAINDER OF RECORD NOT APPLICABLE ‘?5#4’ 70‘9 P oogpoo [P
- — : — < SRRe
) e[ — "% (‘8/7[ C/fO Sk, T
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§ % [ | — ’ 103 Cods r.mm ,Punhc Tatepnone Exchange Nu
i_ rf Telepnone Numbaers N F
i o Alias Record
=Y o B e T
; .e G I i 3‘.: xTe Telephone Number Desqnea Business Tetephone Numpar Extenson .
i F -
P , ig. 6 _ =
. i Dessgres s Home Address E
i H Hi &
: ) Casrgnes 3 Businass Address - - = %
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T T T i [eacens Jeoinrs [swinerz [scuners [Commrom |momamntus | [Tueumawiiens
\
23456788 TRAFALGAR ELIZABETH A10 1 999 f 761018 | MsS
Ofhce/Omsion Ofiica Room Number Buidmg . Regiatry or Offica Maning Address
s M0 s l ot oo vt ' e Cagar o \thmg m| IS5 HOS
Slack 1 Black 2 Aed t Red 2. Groen 1 Gray 2 Home Talephone Number
Ot Taasnooe Exeosoes ’ 7799 7788 | 1234 | 1500 | 3211 o f\\\, 750-#567 uL
Foms Address (HOME Laave AJQress i Assigned Abroad) x:j | At No ZIP Code
20567 MOSEBY AVENUE FALLS rCHURCH ?A‘” 110 23324
Extornal or Non-Agency Office AGdreas (Sea HHB 20-7)
[ @R\T\ \\\B\l
P o DS Cooe Extension -uu:m-pmm Euﬁmp %4 | @mfseas Mailing Address (U S mading address if different from homve sadress)
| St torcs e ’ ] oLl ~*j .
Nama of Emesgency Desigroe Y v--.al Nouficanon Designes Home Telennona Numbar Designes Businss Teisphone Number Extension
MELODY TRAFALGAR 9&“5 l"""”‘*“"“ ;{ ]::‘;;T::: N N| 703/222-1234 703/222-5678 5
Designee 3 Home Address A\ Y
203 MOUNTAIN VIEW ST LURAY VA ek
Desgnes s Busmess Agarss CODE €t 1
CHIEF GUIDE'S OFFICE LURAY CAVERNS LURAY VA “01?— o ®
- ™7 ENIT. ERASE OR WRITE-IN ~HANGES & ADDITIONS, USE ONLY
A o cHance LINE 8 g ¢ ;4 oo “ROVE ‘}See HHB 20- 7 g{ cLOW. LEAVE UNCHANGED ITEMS BLANK
[Socar IsST REF Aianon Hq;t:m- SPCL SPOL REF 2 SPCL REF3 | Conual pawmt Information Date Tite Used WiNama
ADME'; RATIVE pgpy iy LECT EXTG
FOR Pgps SPON
ON OF RECORD
Oftico/Owizon Othce aoom Buiding
_ R ’ -
Atx—i Black 2 Aed 1 Rea 2
e sosanons ureons .J 7654 7456 | 1100 ]><

‘Home AGress (Home Laave AdGress il Assigned ADroad!

External or Non-Agency Office Adress (Sow HHB 20-7)

HI

ASIAN STUDIES SCHOOL YALE UNIVERSITY 206 ELM ST NEW HAVEN CT 06520 <—5Y\§CM on
WOY -
Externat o Mom Agency Offce . DS Codw jE;an w;.c '.Ig;hmn sm..ng; uz..,;.n; Oversazs MyLoasemoms— (U 5 maning address f difforent (fOM ROMe 4331633
Eantobaatoch 03/755-
. GUIDE FORMAT
Name of Emergency Designee Refanon Yaar of Designes Witting Dewgres Bunness Telephone Number Extension
Bl |
Extended External
oo o e .
Training

Tovyren s Simen W
REMARKS Fig.7 e CENTRAL EMERGENCY

— e, L smoms & LOCATOR RECORD
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J Socrar Secury mumier T Jhame T T T e ,_,_._:_,,_ Kildaton  [ras Cove SPCLREF 1 |SPCLREFZ | SPCLREF S trol Pount Intormanon Date ] Trve Urea e — ( -
A. ’
A
123456789 SMITH MARY Lou LAt 1 ’ [ ]999 "760213 | mrs
g [T Gfiics Roam Number Buiang o e o I N;mw SECRET Regstey or Office Maimg Aadress 8
ABC 123 WEST W “en Filesin | g g oo
C | Black 1 Black 2 Red 1 Rea 2 Greea 1 Gray 1 Home Tetephone Number
— [ ]7738 ‘ , 3456 | 8000 938-0000 c
Homs Adaress (Home Luave Adoress f Assqred Aoroady - Pl

17000 PROPOLLEE DRIVE

E |[ Zeeeo o Mom-Agemcy Gifce Adsress 15es me 2077

External or Non-Aqency Office
Telepnone Numbers

Name of Emergancy Oesgaee

€1 uason AREN smiTh
[
17000 PROPOLLEE DRIVE
Designes 3 Busness Acaress
CIA EMPLOYEE \\\g x@ N %q- $(;<'/ oy
DO NOT EDI* ERASE OR W S \ SRR R w.aNGF ¥ DITIONS, USE ONLY
INFORMA % "N THE SPA EAB D ‘Q See HHB 20-7) ¢ -LEAV  ".CHANGED ITEMS BLANK WP
A

W CLREFT 7| spcyaer 2 s»cu REF 3 ontrol Pomat Intormance Date Titie Used W/Name
uﬁs qN§$, — // \\\\ ‘T”“fiijAﬁ;7le0P o/s ’ /4 | ’ _ A
?

Ottice Room Numbar W

B ‘)gk ?‘__L 555 Bu.:gs ‘qm%uw ’ c /. B8
Back 1 Black 2 Green 1 ///////////
g °""'“"“°“"""”°“\ . 5566 7—555 1234 I Jszzs //////////// ¢
D m-wm(mw-w F Assgried Abeoad) ?}* G U ID E FO RMA T
- - CO“BXD
gl e o ofg \G\*ee LWOP Overseas to
S e —
. < ¥ Fig. 8

G Narme of Emergency Dasgnes Retaton o or Demgron wittmg otneaton Dasgnes Home Taisptons Nemoar Owsan, .
MARY L DUSSON MO ’10 i A Ml“m N N’506/567_932§ Hoe/sol—zuoo l 10 |G

, H] Designee s Home Acdress

111 MILL STREET ) SEABORD NJ ' "

Ds3gnes 5 Businass Address B —
I NEW JERSEY TELEPHONE COMPANY 44 BROAD' STREET SEABOARD N !
REMARKS SECRET  |romggy USE CENTRAL EMERGENCY
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Athlran unz <& Cooe | SPCL BEF § Title Usad W/Name

"Social Sazunty NumDer B / 5“" SPGL AEF 2 | SPCL REF 3 Control ot nfotmancn Date
A * / * G155 * * * *
OfficarDonsion Z. Ottice Aoom Numoer Regisiry o OTfce Mading AGAress

*

Burding
| Oftice Location Guatihar ’ Limitanon Catagory Number ’

*

/

AN
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